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OLIA and OIG Quick Reference Guide

The purpose of this document is to provide OLIA and OIG staff with a step-by-step
process for completing the review Award file task (OIG) and the clear Award file
task (OLIA)

Completing the Review Award File Task — OIG

Step 1: Log into Grants Online by entering your Username and Password.
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Step 2: Select the Inbox tab, followed by the Tasks link.
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Step 3: The following screen is the Task Inbox page. Select the View link for the
Review Award File task.
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Step 4: The following screen is the Task Launch page. From the action drop down
menu you may select from the following options:

e Approve Award File: This action allows you to approve the Award and
completes the Review Award file task. Upon selecting this action and selecting
Submit, the task is removed from your inbox.

e Return Award File to Grants Specialist: This action allows you to return the
Award file to the Grants Specialist for revisions. Select this option if you are not
approving the Award file. Be sure to include your explanation(s) for returning the
Award file in the COMMENTS field. Please note you must enter and save your
comment before you can select an action. Upon selecting this action and selecting
Submit, the task is removed from your inbox.

Before selecting an action, you may verify the Award information in the Award File
Header Information section, which includes:
Program Office and Program Officer
Estimated Federal Funding and Non-Federal Funding
Grants Specialist
e Organization
e Project Title
In addition, you may access the Federal Assistance Information Sheet by selecting the
Federal Assistance Information Sheet ID from the Sub Documents section.

Avwrard File 0 - NAOSNMF4330278
id: ZoaTTan

Creator:
Status:

Create Date: D6/05/2006
Status Date: DE/D5 /2008
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Step 5: Upon selecting the Federal Assistance Information Sheet ID from the Sub
Documents section (see step 4), the Federal Assistance Information Sheet (FAIS) page is
displayed. Review the detailed Award information, which includes:

e Bureau Name

e Name and Address of Applicant

e Applicant Contact Name, Title and Telephone Number
e Applicant Congressional District

e Award Number

e Proposed Federal Funding

e« CFDA Number and Program Name

e Scope Of Work

After reviewing the detailed Award information, select the link entitled Return to

Award File to return to the Award file and the task launch page.
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B A | Aeplication | Award | yiypagement | administration | Certifications

Repaorts | Hekp
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United States
Department of Commerce

* Archive Federal Assistance Information Sheet (FAIS)

¥ Tashs

F Send Message
QUM 1, Bureau Name
A MATIOMAL OCEANIC AND ATMOSPHERIC ADMIMISTRATION
2. Name and Address of Applicant
University of Chicage
1025 E. 57th 5t
Chicago, TL 60637 USA

3. Applicant Contact Name, Title and Telephone Number
4, Applicant Congressional District

5. Award Number

MADENMFA330278
6. Proposed Federal Funding

§ 300,000.00
7. CFDA Number and Program Name

11.433 Marine Fisheries Initiative
8. Scope Of Work
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Approving the Award File

Step 1: Upon review of the detailed Award information, to approve the Award file select
the Inbox tab followed by the Tasks link. Select the View link for the Review Award
File task.
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Step 2: The following screen is the Task Launch page. From the action drop down
menu select Approve Award File followed by the Submit button. This action completes
the task. Please note you may enter comments in the COMMENT field but the comments
must be entered and saved before selecting the Approve Award File action. To view the
previous workflow history and comments select the View previous workflow and
history comments link (see step 4).

m LT REA Applicatian Avana
uATT

Muhrmms te frwvts Onling lebssts [roes

Repnrs | isslp

= dgieEmnries

Award File 0 - NADGNMFA330278

B ALl eions

¥ Archive e et el
Craalur! Sy ELam ACCOunt Crieales [ata: O6/U5 /0008
i Rtatus; Eward Fim 0 Feroew bward Fim Mok Glarfed REatux Dndn: THTRST08

F Sand Musaags Last Ed@od User Sysiem account

B pigmage Wo kil
Tauhs
Plaase seloct an action | Bubmit |
Command; (SPPTYE Amard File =
|BEEurh Awand Pls Lo GEahls Soeeishan
|
' M spalt chock |

/-\ . _ = ==
BearingPoint @ - 5 !



OLIA and OIG Quick Reference Guide

Step 3: Upon selecting the Approve Award File action, the following note is displayed:
o Task “Review Award File — Approve Award File” is complete
This completes the Review Award File task.
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Step 4: Upon selecting the View previous workflow history and comments link, the
Workflow History Page is displayed. The workflow history shows current tasks as well
completed tasks. For our example below, the workflow indicates the Program Officer
forwarded the Award file to the Grants Specialist on June 9, 2006. The Grants Specialist
sent the Award File to OIG on June 9, 2006 as well. In addition, any comments made by
the users are also listed in the User Comments section.

Award File 0 - NAOGNMF4330280 WorkFlow History Page

3 items found, displaying all items. 1
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Return Award File to Grants Specialist

Step 1: Upon review of the detailed Award information, to return the Award file to the
Grants Specialist without approving it, select the Inbox tab followed by the Tasks link.
Select the View link for the Review Award File task.
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Step 2: The following screen is the Task Launch page. From the action drop down
menu select Return Award File to Grants Specialist followed by the Submit button.
This action completes the task. Be sure to include your explanation(s) for returning the
Award file in the COMMENTS field. Please note you must enter and save your comment
before you can select an action. To view the previous workflow history and comments
select the View previous workflow and history comments link (see step 4).
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Step 3: Upon selecting the Return Award File to Grants Specialist action, the

following note is displayed:

e Task “Review Award File — Return Award File to Grants Specialist”

complete

This completes the Review Award File task.
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Step 4: Upon selecting the View previous workflow history and comments link, the
Workflow History Page is displayed. The workflow history shows current tasks as well
completed tasks. For our example below, the workflow indicates the Program Officer
forwarded the Award file to the Grants Specialist on June 9, 2006. The Grants Specialist
sent the Award File to OIG on June 9, 2006 as well. In addition, any comments made by

the users are also listed in the User Comments section.
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Completing the Clear Award File Task - OLIA

Step 1: Log into Grants Online by entering your Username and Password.
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Step 3: The following screen is the Task Inbox page. Select the View link for the
Clear Award File task.
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Step 4: The following screen is the Task Launch page. From the action drop down
menu you may select from the following options:

e Clear Award File: This action allows you to approve the Award and completes
the Clear Award file task. Upon selecting this action and selecting Submit, the
task is removed from your inbox.

e Hold Award File: This action allows you to hold the Award file. Select this
option if you are not approving the Award file. Be sure to include your
explanation(s) for returning the Award file in the COMMENTS field. Please note
you must enter and save your comment before you can select an action.

Before selecting an action, you may verify the Award information in the Award File
Header Information section, which includes:

Program Office and Program Officer

Estimated Federal Funding and Non-Federal Funding

Grants Specialist

Organization

Project Title

In addition, you may access the Federal Assistance Information Sheet by selecting the
Federal Assistance Information Sheet ID from the Sub Documents section.
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Step 5: Upon selecting the Federal Assistance Information Sheet ID from the Sub
Documents section (see step 4), the Federal Assistance Information Sheet (FAIS) page is

displayed. Review the detailed Award information, which includes:
e Bureau Name
e Name and Address of Applicant
e Applicant Contact Name, Title and Telephone Number
e Applicant Congressional District
e Award Number
e Proposed Federal Funding
e« CFDA Number and Program Name
e Scope Of Work

After reviewing the detailed Award information, select the link entitled Return to

Award File to return to the Award file and the task launch page.
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Account
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3. Applicant Contact Name, Title and Telephone Number
4, Applicant Congressional District

5. Award Number
MADENMFA330278
6. Proposed Federal Funding
§ 300,000.00
7. CFDA Number and Program Name
11.433 Marine Fisheries Initiative
8. Scope Of Work
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Clearing the Award File

Step 1: Upon review of the detailed Award information, to approve the Award file select
the Inbox tab followed by the Tasks link. Select the View link for the Clear Award File
task.
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* Task: Document Types Status

* Send Message All w Open ¥ Apply Fllter >>

* Manage Workflow
Tasks

ns found, displaying all items. 1
rTask |Award Numbe

33307 NADGNMF4330280 Clear Mot Award File 2047787 Univarsity
Award Started of
File: Chicago

Eunding
NS $100,000.00

Step 2: The following screen is the Task Launch page. From the action drop down
menu select Clear Award File followed by the Submit button. This action completes the
task. Please note you may enter comments in the COMMENT field but the comments
must be entered and saved before selecting the Clear Award File action. To view the
previous workflow history and comments select the View previous workflow and

history comments link (see step 4).

" Adwin

Awvard File 0 - NADGNMF4330280

* Rotificaflons

P 1adl; 2047Ta7
" REChévE
Ereaior: Syiiam ACCour Crmala Daie: 06800, 2008

ot i Bualus: award Fie O Clogr Awand File HNot Staeted  Blatus Date: 08,05/ 20048
& Fand Mesags Lawt Edited Usmr: Systoam Acoount
B Haruge Woskflow

Tash

—. Antinn praaze seiect an action +  [EHESIN

P — ] |

ﬂll Awand Filg

| T
__ave Comment |

/-\ - ——
BearingPoint gj -t &

15



OLIA and OIG Quick Reference Guide

Step 3: Upon selecting the Clear Award File action, the following note is displayed:
e Task “Clear Award File — Clear Award File is complete
This completes the Clear Award File task.
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Step 4: Upon selecting the View previous workflow history and comments link, the
Workflow History Page is displayed. The workflow history shows current tasks as well
completed tasks. For our example below, the workflow indicates the Program Officer
forwarded the Award file to the Grants Specialist on June 6, 2006. The Grants Specialist
sent the Award File to OLIA on June 6, 2006 as well. In addition, any comments made by
the users are also listed in the User Comments section.

Award File 0 - NAO6NMF4330278 WorkFlow History Page

Date Started Date Completed |Performer Action Taken Curment
Status

Lser
Commments

Review Award File  2006-06-05 Regina A, GrantsSpecialist ForwardToOLLA In Progress
11:07:05.0 Evans

Clear Award File  2006-06-12 Brook Davis  OLLA Hold&wardFile In Progress
11:32:26.0

Certify/Revise 2006-D6-05 2006-06-05 Nazir Finamen ProgramOfficer ForwardToGrantsSpecialist Complete

Award File 11:05:33.0 11:05:33.0

Cancel
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Holding the Award

Step 1: Upon review of the detailed Award information, to hold the Award file, select
the Inbox tab followed by the Tasks link. Select the View link for the Clear Award File

task.
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Step 2: The following screen is the Task Launch page. From the action drop down
menu select Hold Award File followed by the Submit button. This action completes the
task. Be sure to include your explanation(s) for holding the Award file in the
COMMENTS field. Please note you must enter and save your comment before you can
select an action. To view the previous workflow history and comments select the View
previous workflow and history comments link (see step 5).
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Step 3: Upon selecting the Hold Award File action, the following note is displayed:
o Task “Task Clear Award File — Hold Award File” is complete
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Step 4: The Clear Award File task remains in your inbox. From the action drop down
menu, the only available option now is Clear Award File (see page 15 to review the

process for the Clear Award File option).
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Step 5: Upon selecting the View previous workflow history and comments link, the
Workflow History Page is displayed. The workflow history shows current tasks as well
completed tasks. For our example below, the workflow indicates the Program Officer
forwarded the Award file to the Grants Specialist on June 6, 2006. The Grants Specialist
sent the Award File to OLIA on June 6, 2006 as well. In addition, any comments made by
the users are also listed in the User Comments section.

Award File 0 - NAO6NMF4330278 WorkFlow History Page

Review Award File  2006-D6-05 Reging 4.  GrantsSpecialist ForwardToOLLA In Prograss
11:07:05.0 Evans

Clear Award File  2006-06-12 Brook Davis  OLLA Hald&wardFile In Progress
11:32:26.0

Certify/Revise 2006~06-05 2006=-06-05 Nazir Finamen ProgramOfficer ForwardToGrantsSpecialist Complete

Award File 11:05:33.0 11:05:33.0

Cancel
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